
 

 

 
 
STATE OF CALIFORNIA 
DEPARTMENT OF FORESTRY AND FIRE PROTECTION 
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT 
PO-199 (06/16) 

Working Title of Position 
Information Officer I 

Division and/or Subdivision 
Communications Bureau 

INSTRUCTIONS:  The Director is required by Government Code Section 
19818.12 to report (or to record) “…material changes in the duties of any 
position in his or her jurisdiction”.  The Position Essential Functions Duties 
Statement is used for this purpose.  Enter identifying information and effective 
date at the right.  Enter brief description of each of the important duties and 
responsibilities of the position below.  Group related duties in numbered 
paragraphs and indicate the percentage of total time occupied.  Indicate the 
"essential functions" of the position by placing an asterisk (*) in front of those 
individual duties you determine to be essential to the job.  Discuss the duties 
with the employee assigned to the position.  Both the employee and 
supervisor sign the document where indicated.  The supervisor retains the 
original document and provides a copy to the employee. 

Location of Headquarters 
Sacramento 

Class Title of Position 
Information Officer I (Specialist) 

Position Number 
541-007-5601-XXX 

Effective Date 
July 1, 2022 

Percentage of Time 
Required 

Effective on the date indicated, the employee assigned to the position identified above performs 
the following duties and responsibilities. 

 
 
 
 
 
 
 
 
 
 
 
30% 
 
 
 
 
 
 
20% 
 
 
 
 

 
Under the direction of the Education, Outreach and Engagement Officer and in coordination 
with the Deputy Chief of Communications, this position requires the incumbent to communicate 
effectively orally and in writing in dealings with the public, media and/or employees. 
Independently perform difficult, complex, and sensitive marketing work including monitoring, 
analyzing, and reporting on real-time social media conversations related to emergency 
incidents, emergency preparedness and recovery. Collaborate with The Department of Forestry 
and Fire Protection (CAL FIRE) Communications multimedia team. The incumbent will perform 
the following duties:           
                                                                                                            
 
*Act as a CAL FIRE Public Information Officer (PIO) assisting with daily media requests by 
providing information, statistics and resource information via email, telephone, mail, and on 
camera interviews. *Analyze media coverage and develop responses in the form of press 
releases, factsheets, and other documents as needed. *Respond to mail, emails, and other 
forms of communication from the public and stakeholders. *Act as or assist the Duty PIO with 
inquiries from the media and public when incident activity warrants. 
 
*Act as a media spokesperson, responding to daily media requests including, providing 
information, statistics, and resources. *Create working relationships with members of the media 
and represent the department on fire and life safety topics, conversations, and resource issues.  
 

*These are the essential functions for this position.  Essential functions are those functions that the individual who holds 

the position must be able to perform unaided or with the assistance of a reasonable accommodation. 

Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in 
a professional manner that demonstrates respect for all employees and others they come in contact with during work 
hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees 
are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate 
conduct, or retaliation.   

Job qualifications and/or conditions of employment: Will be working at a computer in a cubicle under artificial light.  
May be required to occasionally bend, stoop, pull, and lift and/or transport objects. Some travel Statewide may be 
required 10% of the time. This travel may result in overnight stays. Will be subject to work overtime during nights, 
weekends, and holidays.  Must wear a uniform 50% of the time. 

"We have discussed this document in its entirety and understand the duties of this position." 

Employee Signature  Date  Supervisor Signature  Date 
Personnel use only   Posted to Directory   

Initials and date 



 

 

 
STATE OF CALIFORNIA 
DEPARTMENT OF FORESTRY AND FIRE PROTECTION 
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT 
PO-199 (06/16) - PAGE 2 
 

Working Title of Position 
Information Officer I 

Percentage of Time 
Required 

Effective on the date indicated, the employee assigned to the position identified above performs 
the following duties and responsibilities. 

 
15% 
 
 
 
 
10% 
 
 
 
10% 
 
 

5% 
 
 
5% 
 
 
 
5% 

                                                                                                         
*Assist Region Information Officers in the overall planning, development and coordination of 
region projects based on current and anticipated needs of the CAL FIRE executive staff, 
Communications Office, region leadership, and the needs of field staff throughout the assigned 
region 
 

*Attend CAL FIRE events and video, photograph, and live stream to capture content from the 
events. Participation in travel statewide for CAL FIRE events. 

                 
*Act as an Incident Web Tech posting incident information on the Department’s website and 
social media platforms. 
 
*Using computer software (e.g., In Design and Photoshop) in the creation, design and 
manipulation of graphics to be used for websites, social media, press releases, brochures, etc. 
  

*Maintain proficiency, qualifications, and training standards in accordance with departmental 
policy. 

 
*Other job-related duties as assigned in accordance with the class specifications.  
 
 

 
 
 
 
 
 
 

*These are the essential functions for this position.  Essential functions are those functions that the individual who holds 

the position must be able to perform unaided or with the assistance of a reasonable accommodation. 

Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in 
a professional manner that demonstrates respect for all employees and others they come in contact with during work 
hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees 
are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate 
conduct, or retaliation.   

Job qualifications and/or conditions of employment: Will be working at a computer in a cubicle under artificial light.  
May be required to occasionally bend, stoop, pull, and lift and/or transport objects. Some travel Statewide may be 
required 10% of the time. This travel may result in overnight stays. Will be subject to work overtime during nights, 
weekends, and holidays.  Must wear a uniform 50% of the time. 

"We have discussed this document in its entirety and understand the duties of this position." 

Employee Signature  Date  Supervisor Signature  Date 
Personnel use only   Posted to Directory   
  Initials and Date  

 


